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WHAT IS EMPLOYEE SELF SERVICE
(ESS)

»The Employee Self Service

(ESS) website is a subset of

Payroll System.

»ESS allows you to view your
personal information that is

recorded in the Payroll System.




BENEFITS

yReal Time Information with 24
hour access from anywhere there
IS an internet connection.

»Ability to View, Print, Save Pay
Stub, W-2s & Payroll Forms.

»Access to Paycheck Information
is guaranteed to be available no
ater than Pay Day.
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FEATURES OF ESS

The ESS Portal The ESS Portal Allows
Allows You To View: You To Update:
v'Paycheck Stubs  vEmergency Contact
vW-=2 Tax Forms Information

v'Pay Summary

v'Deduction Summary
v'Personal Information

v Address

v'Emergency Contact

v'Tax Withholding/ Allowances
v'Downloadable Payroll Forms



ACCESSING THE SYSTEM

» The Temporary Password for Initial
Login to ESS will be sent to your
Department.

User Name & Passwords are Case
Sensitive!

» If you experience problems logging
in, contact IT Support at (404)612-
7334 or via email

» Password Reset can be done through
IT but all requests must be emailed to
the Help Desk. The Help Desk will

10t reset passwords via telephone.



mailto:help.desk@fultoncountyga.gov

ACCESSING THE SYSTEM

1. From Any Device with Internet Access,
type http://ess.fultoncountyga.gov in the
browser then press Enter.

@ Gccgl W ndows Internet Explorer = | = 2

U v l. sz.fultoncountyga.gow’ - 9 |"f| > || Bing 2 -

‘ r e

ANMS

Advantage ESS

| |
- Remember to Add ESS Website
y our Favorites Menu!


http://ess.fultoncountyga.gov/

ESS INITIAL LOGIN PROCESS

2. Enter Your User Name and Password
from the /etter, then Click Login or

Press Enter.
User Names and Passwords are Case Sensitive!

AMS

Advantage ESS




ESS INITIAL LOGIN PROCESS

3. Enter the required information to
change your password, then Click
Login or Press Enter.

New passwords must be a maximum of eight
characters!

AMS

Advantage ESS

Your password has expired.
User Name : 999993399

Old Password :  abc12345
New Password :  Train001

Confirm New Password : Train001

;‘ I- Login I Reset b———- l




ESS INITIAL LOGIN-PASSWORD HINT
The Home Page will Display. Now, you will
need to create a Password Hint for your profile:

» Click on My Desktop
» Select Change Password Hint

T E: Fulton County, GA ESS

My Deskiop
=
]
a

1. Click on My Desktop
2. Select Change Password Hint.

My nfo

ast Timeshest Processed : 10/117°2013

eeeeeeeeeee
i Pay Summa
aaaaaaaaa Last Paycheck lssued : 10/18/2013
: Gross Pay Amount : 2 308 23




ESS INITIAL LOGIN-PASSWORD HINT

The following screen will display. Enter the
required information.

= E Fulton County, GA ES S Home Conlact FAQ Help Accessbily PrintPage Logout
L]

Home | Change Password | |Change Password HinII Forms and Websites | Announcements | Broadcasts | Aleris

Change Password Hint
Password Hint -~ What is your mothers maiden name? ~ < 1. Click om the drop down arrow and select a question of your choice
Reply: eoene 2 2. Enter the answer to your selected question
VerffyReply: ~ #9ses £ 3, Re-enter the answer to your selected question

4. Enter vour login password for the ESS website
3. Click Change Password Hint

Current Password : sessnse -

||| Change Password Hint | | {5——-""____

I iy s Yy Gesio




ESS INITIAL LOGIN-PASSWORD HINT

» You will receive confirmation message if the
password hint was successfully changed (see
below).

] of 1 |®@ View All Password hint was successfully changed.

» Click the Home Tab on the left or at the top
right of the screen to return to Home Page.




VIEWING YOUR PAY STUB

Pay Stubs go Paperless on Pay Date 12/13/13. The
site will be available on Pay Date 11/15/13.

] CI|ck on My Info Tab on the left hand side

S ARAL AT I'\-!‘l' = Wiadows Internet Explocer 5
e =i

ml r- A_MSJ’&:!VHHEHQE ESS

The Home page displays General Information,
Announcements, Alerts and Pay Summary.

Mylnfa My Daskiop]§

ETHEE B C

Last Tirmeshest Processed -

-y SusTRrM @
Last Paycheck sswed D058 I:IIL'Eﬂ' 3
Gross Pay Smeount @2 308




VIEWING YOUR PAY STUB
2. Click on My Compensation Tab

3. Select Issued Checks/Advices.

& AMS ADVANTAGE ESS - Windows Internet Explorer

AMSAdvanlage ESS Home Contast FAQ Help Accessibity PrintPage Logout
My Information | My Compensation I Disposition:
o Jobs I Pay Summary I Deduction Summary  Isswed Checks/Advices | View Tax Forms (ex. W-2) I Mﬂﬂ!ﬂ:ﬂﬁﬂl means
g Sections : [Disposition Information  Pay i f fi direc.t depc’ls“ and
3 : S [0 t Payment Summary Information s
a Under My Compensation Tab, Selectlssued Checks/Advices SNV PR
| means paper check.
= I':‘— -
=) Issued Checks/Advices /
-E Appointment 1D Title Check Date Check Number MNet Pay Amount Type of Chet Description Disposition Disposition Date
= o ADMIN ASSTE 05032013 100381 Regular E4 Payrol-Control Disb Cleared Paymeént 04272013
E‘ ADMIN ASST W 412013 100361 Regular E4 Payrol-Control Disb Cleared Payment 232013
ADMIN ASSTEH 04052013 1003.59 Regular E4 Payrod-Control Disb Cleared Payment 0402013
ADMIN ASST N 0222013 1002 85 Regular E4 Payrol-Control Disb Cleared Payment 072013
ADMIN ASSTH  0XOB2013 100284 Regular E4 Payrod-Control Disb Cleared Payment 00272013
ADMIN ASSTEH  02/222013 1002.84 Regular E4 Payrol-Confrol Disb Cleared Payment 02ME2013
ADMIN ASSTEH 02082013 1002.84 Regular E4 Payro#-Control Disb Cleared Payment 02022013
ADMIN ASSTE 017252013 1002.85 Regular E4 Payro#-Confrol Disb Cleared Payment 012013
ADMIN ASSTE 0112013 1002.84 Regular E4 Payros-Control Disb Cleared Payment 01052013
ADMIN ASST N 12282012 1028.86 Regular E4 Payros-Control Disb Clearad Payment 12222012

GLD GEED ¢ < the Navigation Buttons to q Click on Attachments

move to the next page

4. Click Attachments
W




VIEWING YOUR PAY STUB
5. Click Download

MYCOMP - Issued Checks |/ Advices Attachments

File Name Type Date User ID

~+ 138736000_5483643 PDF Standard 4/28M3
First Prev Mext Last

S { gi:\fwl:'lmg :m.-n;:gi;ﬁ-. ent for
File Name : 138736000_5483643.PDF Description : the selected check date.
Type: 1
Date : 4/28/13 )
UserlD: ‘ile Download 23
Return to MY COMP - Issued Checks / Advices Do you want to open or save this file?

View Attachment History

T o s b
6. Click Open to ommino
View your Paystub

| | While files from the intemet can be useful, some files can potentially
a ham your computer. ¥ you do not trust the source, do not open or
: save this file. What 's the rigi ?




VIEWING YOUR PAY STUB
/7. Paystub Will Display

FPULTON CO BD OF COMMISSIONERS

Pay lLocatiocm
E=ployee Depart=ent 210
Employee Univ,

Pay Paricd End Date:04-23-2013 Total Groass A=t $1,306.46 Federal Exesptions: 07
Check Date:06-03-2013 YID Groaa = $11,.7%8.14 Tax Status Claismed, M
Check Nusder; Deductions As=e ; $302. .85 State Exespticona; 01
Control Nusbher: Net Pay A=e: $1,003.61 Erace Tax Status Claimed: &
EARNINGE DEDUCT 10N
i t Deduct ion
Description Pay Rate n:g:_.._._ Pay Asocuntc Degscriprion e
213%e0 3% ~-423
239w 2Tz s
FIvEe 231118 23
LEAVE FRINGCGE BENEFITE
Descsiption CURR ACCR CURR U CE | CURR BAL Description Amescsne
Comer LEAVE e0:00 esies 4 =erLyn
wwmgtyl L eS:0e secae mrLryn
BOE. LEANVE ¢o 102 SS90 LIFE OEF mMAYT
FICK LEAVE 2:43 s:3e PICA MATCH
VAC W “:37 w9:3e LIFE MATOM
SMDI G MAT OM
AT MLY 1N =
VIigiom WATCHw

|



VIEWING YOUR W-2 FORM

Under My Info Tab,
1.Click on My Compensation Tab

2. Click View Tax Forms (ex W 2)
ot | AMS advantage Ess Home Contact FAQ Hep A

Click View Tax Forms (ex. W-2) under My Compensation Tab

My
o Jol
]
=
&
s

M —
&3
J View Tax Forms (ex. W-2)
Tax Year Tax Form Federal TaxID

—1 Select the year in the grid then click Attachments

My Info

v 22 W2
I Aftachments ! <

Tax Year : 2012
Tax Form : 1

3. Click Attachments

T~ -



VIEWING YOUR W-2 FORM
4. Click Download

BT AMSacvanase £ss —_

File Name Type Date User ID
~ 0000044504 ' Standard 9M&M3
First Prew Mext Last

Click Download to
download the W2 for
the selected year.

-
Download -

File Name : 0000044594 | Description =
Type : 1
Date : 511813 e
User ID :

‘i =
Return to MY COMP - Employee Tax Forms ile Download

WView Attachment History

m

Do you want to open or save this file?

l:i. Name: 138736000_5483643.POF
Type: Adobe Acrobat Document

SICIiCk Open to View From: wdclavstl.co.fulton.ga.us
[_open ) save | [ Cancel
your Paystub.

| | While files from the intemet can be useful, some files can potentially
\a harm your computer. ¥ you do not trust the source, do not open or
save this file. What 'z the rigik?

N



VIEWING YOUR W-2 FORM
6. W-2 Form will Display

a Employee's social security number This information is being fumished to the intemal Revenue Service.If you
are required to file a tax retum.a negligence penaity or other sanction may
OMB No. 1545-0008 be imposed on you if this income is taxable and you fail to report it
b Employer identification number (EIN) 1 Wages, tips, other compensation 2 Federal income tax withheld
18091.16 471.95
" Employer's name.address, and ZIP code 3 Social security wages 4 Social security tax withheid
1972277 1222 .81
FULTON COUNTY 5 Medicare wages and Ups 6 Medicare tax withheid
141 PRYOR STREET
ATLANTA GA 30303 19i2217 20590
7 Social security tips 8 Allocated tips
0.00 0.00
@ Control number 9 10 Dependent care benefits
0.00
e Employee's first name and initial Last name 11 Nonqualified plans £ 12a See instructions for box 12
0.00 5 pp | 2619.00
[T 13 Statutory | Retirement Third-party £ 150
employee  plan sickpay p
X E ¢ | 375.67
14 Other g 12¢c
- |
c 124
G
f Employee's address and ZIP code |
15 State Employer's state ID number |16 State wages, tips, etc. | 17 State income tax 18 Local wages. tips, etc. | 19 Local income tax 20 Locality name
_______ ea | | eoertre | wrer | o0 | o000 |
I 0.00 0.00 0.00 0.00

Wage and Tax Department of the Treasury —Intermal Revenue Service
Fare w- Statement E D ]J E :-19. accurate @
Copy C—For EMPLOYEE'S RECORDS (See Notice to
Employee on the back of Copy B.)




SECURITY

» ESS is a secured online portal,
similar to IRS E-File Systems &
Online Banking.

» All information contained in ESS is
intended for the sole use of the
individual employee.

» Employees can access ESS at work,
but are encouraged to print
information from offsite printers

save Fulton County resources.
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SECURITY

» Only you have access to your Personal
Information. Timekeepers, Managers
and Supervisors are not allowed to
access your personal ESS profile.

» Contact IT Support at (404)612-7334/
email

immediately if you suspect your login
credentials have been compromised.



mailto:help.desk@fultoncountyga.gov

LOGGING OUT OF ESS

» Click the Logout Link at the top
right of the screen to exit the
system.

» Always use the Logout Link to
exit rather that clicking X at the
top r'|ght corner page.




QUESTIONS
?77?
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